May 2003

MASS APPRAISAL UPLOAD/UPDATE PROCESSES

This section outlines the steps to be taken to update appraisal information using the ‘Load Mass
Appraisals’ process in conjunction with the Preview Mass Appraisal and/or Final Mass Appraisal

processes.

STEP

ACTION

4

Copy the file containing the appraisal fransactions to your hard drive noting the
subdirectory you are placing it in. The appraisal file must be in the exact format as
specified in Figure 1 of this document.

Note: Ensure there are no blank lines at the bottom of the file before loading the file.

2 Log into DCPDS as CIVDOD PERSONNELIST or US Federal HR Manager.

3 From the Navigation List — Click on Mass Actions — Mass Appraisals — Load Mass
Load Mass Appraisals - <Open>
Appraisals
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Mass Positions
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Mass Hon Pay Duty Status
Mass Extensions
Mass Time Off Award .
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Final Mass Appraisals
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4 The Mass Appraisals Load Window displays:
File Name seus [
Appraisal Details
]
5 e Click in the File Name data field and type in the complete path to your appraisal

file on your hard drive (e.g., D:\ApprTest.ixt) or Click on the <Bro...> (Browse)
button to locate and load the File Name. The name of the file and any
subdirectories must be in the standard DOS format; therefore, ensure that they do
not exceed 8 characters. You must also include the file extension in your path.

Note: It is best to put the file in either the root directory or the Temp directory. If the
path to the file is too long it may not be found.

6 e Click in the Mass Appraisal Name data field and type in an appropriate name.
Make a note of the name you type in - you will use it later in the process.

7 e Click in the Description data field, enter a more detailed description of the action
being taken.

8 The system supplies a default value (H) for the Rating of Record Pattern and a default

value (5) for the Rating of Record Level.

You can change them as needed. (For the Rating of Record Pattern, use A for
Pass/Fail, H for 5 level rating system, etc.) If the Rating of Record Level is left blank on
this screen, the preview screen will auto populate this field with same value that is
provided in the ASCII file for Rating of Record except for the following demonstration
project records which will be populated as follows:

Job Aid #19-2 - Mass Appraisal Upload/Update Processes

-2.




May 2003

8
Continued

b)

c)

d)

e)

If the Demo Location Code =1 or 2 (China Lake and SPAWAR) and the
Rating of Record Level is blank, the Rating of Record Level in the preview
screen will also be blank. Rafing of Record Level is not applicable to these
two Demonstration Projects.

If the Demo Location Code =4 (NRL) and the Rating of Record Level is
blank, the Rating of Record Level in the preview screen will be populated
as follows:

1) If Rating of Record = G then populate Rating of Record Level with 3
2) If Rating of Record = N then populate Rating of Record Level with 1

If the Demo Location Code = A (Air Force Lab Demo) and the Rating of
Record Level is blank, the Rating of Record Level in the preview screen will
be populated as follows:

If Rating of Record = A then populate Rating of Record Level with 5
If Rating of Record = D then populate Rating of Record Level with 4
If Rating of Record = G then populate Rating of Record Level with 3
If Rating of Record = K then populate Rating of Record Level with 2

2=

If the Demo Location Code = Q (DoD Acq Demo) and the Rating of Record
is blank, the Rating of Record Level in the preview screen will be populated
as follows:

1) If Owning Agency = AF, NV, DD and Rating of Record = A then
populate Rating of Record Level with 5

2) If Owning Agency = AF, NV, DD and Rating of Record = D then
populate Rating of Record Level with 4

3) If Owning Agency = AF, NV, DD and Rating of Record = G then
populate Rating of Record Level with 3

4) If Owning Agency = AF, NV, DD and Rating of Record = N then
populate Rating of Record Level with 1

5) If Owning Agency = AR and Rating of Record = E then populate
Rating of Record Level with 5

6) 1If Owning Agency = AR and Rating of Record = H then populate
Rating of Record Level with 4

7) 1 Owning Agency = AR and Rating of Record = L then populate
Rating of Record Level with 3

8) If Owning Agency = AR and Rating of Record = U then populate
Rating of Record Level with 1

If the Demo Location Code =R (Army Lab Demo) and the Rating of Record
Level is blank, the Rating of Record Level in the preview screen will be
populated as follows:

If Rating of Record = E then populate Rating of Record Level with 5
If Rating of Record = H then populate Rating of Record Level with 4
If Rating of Record = L then populate Rating of Record Level with 3
If Rating of Record = U then populate Rating of Record Level with 1

2N =
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e Type in the Date Appraisal Due and the Appraisal Period End Date.

Note: When the appraisal is processed, the Performance Salary on the Salary Award
DDF under Extra Information on People/Enter and Maintain is generated based on the
business rules for your component.

10 o Click the Save @ ' button on the Toolbar fo save the record.
11 e Click on the <Load> button in the lower right corner of the screen.
12 A pop-up message will display providing you with the Request ID number and the

number of records that processed.

e Click <OK>.

File Mame D:\ApprTest.txt Status

Appraisal Details

Summary levels 1 and 3. Use for passifail programs.

Level 3-Fully Succ or equiv. Pass level under pass/fail
31-MAR-2003

raisal Period 31.MARZ003
End Date _
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13

To check the status of the load process:

e From the Main Menu Bar - Click on View — Requests.
o The Find Requests Window displays — Click <Find>.
e The Requests Window displays — You can Click the <Refresh Data> button to re-

query checking for the "Phase” to reflect "Completed”.

Note: Depending on how many organizations you have in your file this may take a
little time. When your original job ID says “Completed”, all requests are completed.

Refresh Data Find Reguests Submit a Mew Request..
124297 |[Mass Appraisals(CIVMAP; Completed Warning 715 =
124296 |Mass Appraisals{CIVMAP Completed Warning 714
124295 |Mass Appraisals{CIVMAP Completed Warning 713
124292 ][S(arl Automatic Mass Apu Completed Hormal 745, Test Appr Upload
123689 |Pseudo SF50 Completed  ||Warning |64
123663 |Pseudo SF50 Completed Warning 63
123662 |Pseudo SF50 Completed  ||Warning 63
122547 ][Nntificatinn of Personnel | Completed Warning 68904, 1814, ¥, N
122546 |Notification of Personnel | Completed  |[Warning 68899, 1814, ¥, N
122524 |Notification of Personnel Completed Warning 39338, 1814 -
Hald Eegquest iew Details “iew Output
Cancel Reguest Diagnostics “iew Log

14

o Click on the <View Output> button to review the reports generated.

Note: You will receive a report listing any records that could not be loaded (i.e., the
employee did not have an assignment as of the effective date of the appraisal) as
well as a report indicating successful loading of records for each Organization
included in your file.

Font

IElis0OPl£1101£18Dlekas 1{s7BAPPRAISALS INVALIDATED IN MASS APPRAISALS| (s0EBI
|
|

On Z9-APR-2003 a Mass Appraisal named Theresa Test Appraisal Update was processed by NAVY.TESTINGOS. Thel
appraisal failed for the following employees due to these edit errors:|

|£d0DERPLOYEE_NAME|£d@ 12d0DSS AN edl |£d0DERROR_MESSAGElcddl

Employee not found T37-63-7231 Employee Assigmment Effective 31-MAR-03 does not exist - skippingl
to next S3H|

Previous
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Sample report indicating successful load:

] 4 % Report: request ID- 124208 A
Continued Page (N Font Size (1
IEl {s0Ple110] & 18] ekas |{37BAPPRATSALS INVALIDATED IN MASS APPRATSALS| (0B =
|
|
On Z9-LPR-2003 a Mass Appraisal named Theress Test Appraisal Update was processed by NAVY. TESTINGOS. Thel
appraisal failed for the following employees due to these edit errors:|
|
|
|
|£A0DEMPLOYEE NAME|&dl 1440035 AN B |£A0DERROR_MESSAGEl&dl
|
A1)l Employee appraisals processed succeasfully.|
Previous
15 From the Navigation List — Click on Mass Actions — Mass Appraisals — Final Mass
- Appraisals - <Open>
Final Mass PP P
Appraisals

7

Note: Ensure that the “Phase” reflects “Completed” for your “Start Automatic Mass
Appraisal Load Process” enfry before proceeding with these steps.

B avigator - CIVDOD PERSOMMELIST

Functions

Mass Actions:Mass Appraisals:Final Mass Appraisals

Mass Appraisals Final

Mass Realignment Top Ten List

Mass Salary 1. Combined Person &Assignmeni‘

Mass Transfer In 2. Define Position

Mass Transfer Out

Mass Positions

Mass Return to Duty

Mass Non Pay Duty Status

Mass Extensions

Mass Time Off Award

- Mass Appraisals
Preview Mass Appraisals
Final Mass Appraisals
Load Mass Appraisals

Mass Conversion Army Demq

R T T
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The Mass Appraisals (Final) Window will display.

e Press F11 and then type in the name of the load you provided in step 6 above
followed by the wildcard character (%) and press Ctrl F11 to execute the query.

Unit I1d
Em

Note: If your upload file contains employees from different organizations, the system
will append a number after the name you provided in step 6 above for each of the
various organizations (i.e., “Test Appr Update (Org 1), “Test Appr Update (Org 2)",
etc.). By adding the % sign after the name, you are assured of finding alll
organizations that require appraisal processing as a result of your upload. The
following step will need to be followed for each organization.

17

o Click the <Preview> button to make sure the right records are selected and they
have the correct data in them.

= Test Appr Upload (Org 1)

NAVAL WEAPONS STATION SEAL BEACH  NV70476

Annual Appraisal
Summary levels 1 and 3. Use for passfail programs.

=31-MAR-2003 IEICN S EETENN 01 JUN 2002
RCIIERN31_ MAR-2003

End Date

Execute Yalidate Preview
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18

Note: To quickly identify all records selected for update:

e Press F11 to place you in query mode, click the M under the Appraisal column to
deselect it and then re-click it to select it again.

e Press Cirl F11 to execute the query. Your list now will only have employees who
were included in the load process

Test Appr Upload (Org 1)
NAVAL WEAPONS STATION SEAL BEACH  NVW7047

=
Org Structure D Office Symbal PAS C

Acugijgc, Lbucmbr D 115061110 N42511 =
Atrrtgg, Biflit B 104-16-5151 N42511

Frmrtyg, Piggicd L 104030543 N42512

Frncmmuaicj, Jerbme Q 117134007 N42511

Itir, Witttmity | 160-00-7240 N42512

Jrvty, Vigtm 331057661 N42512

Simmons, Vincent Q 110455110 N42512

Smcficmtre, Tmerl D 104-64-3141 N425323

Select £ Deselect  All

19

Notes: When you completed the form for the Load Mass Appraisals, you provided a
default value for Rating of Record Level.

This value will need to be changed for employees whose Target Rating of Record
Level doe not match the default value.

To quickly identify and update these records, navigate to the Preview screen and use
the F11/CHl F11 query function to identify the records based on their value in the
Target Rating of Record column.

Update the Target Rating of Record Level value on each employee that needs
changing.

Save your changes. Once all changes are made, exit this screen.
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20 ¢ Change Rating of Record Level and/or Rating of Record Pattern if required.
Preview other data fields as well to ensure data was correct in your file; i.e.,
Date Effective, etc.

e Click Save.
e Close the preview screen by clicking on the “X" in the upper right hand
corner of the form.
Test Appr Upload (Org 1)
HAVAL WEAPONS STATION SEAL BEACH NV7047
=
Target Rating of Record Level Target Rating of Record Pattern
Acugijge, Lbucmbr D 11506-1110 E | —
Atrrtggy, Biflit B 104-16.5151 3 A
Frmrtgq, Piggicd L 104030543 3 A
Frncmmuaic], Jerbme Q 117134007 3 A
Itir, Witttmty | 160007240 3 A
Jrvty, Vitgtm 331.05 7661 3 A
Simmons, Yincent Q 110455110 3 A
Smcficmtre, Tmerl D 104 64-3141 3 A
L
Select / Deselect  All
21 o Click the <Vdlidate> button. If there are errors navigate to View — Requests

and review the error report that is generated and make any necessary

corrections.

Unit Id

-1 Unprocessed

Off

[ HAVAL WEAPONS STATION SEAL BEACH NV70476

Annual Appraisal

Summary levels 1 and 3.

31-MAR-2003
31-MAR-2003

ompleted
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22

e Once corrected or if there are no errors - Click the <Execute> button. You will
receive a message providing the Request ID.

ENii= Test Appr Upload (Qrg 1)

Annual Appraisal

Summary levels 1 and

NS 31 MAR 2003
L 31-MAR-2003

23

After the process has completed successfully, examine the employee’s records
to verify they were updated with the right information.

You will need to look in the specific Demonstration Project Appraisal SIT and in
the “US Fed Perf Appraisal” SIT to verify the updates.

The demo appraisal SITs are:

Demonsiration Project Special Information Type

China Lake Appr — China Lake Demo

DoD Acquisition Appr — DoD Acquisition Demo
NRL Appr — Naval Research Lab Demo
SPAWAR Appr — Space Nav Warfare Demo
Warfare Appr — Warfare Center Demo

Air Force Lab Demo Appr — Air Force Lab Demo

Army Lab Demo Appr - Army Lab Demo
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24

In addition to checking the appraisal SITs, For China Lake also verify Bonus
Indicator and Bonus Reason, if applicable, was loaded correctly to the Navy
Unigue Information SIT.

e From the Navigation List — Click on People — Enter and Maintain — Extra
Information — Navy Unique Information

aitj, Brmitr )

Navy Unique Information g

grson Information

Bonus Indicator !

Performance

Exception ta M dpaint Dema -
D

aDoo

For SPAWAR also verify the Exception to Midpoint Demo was updated correctly.
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Figure 1. APPRAISAL ASCII File Record Layout

Maximum
Field
Length Value

11 SSN (Format 999-99-9999)

Comma Delimiter

11 APPR_DATE_EFFECTIVE (Format: DD-MMM-YYYY)
Comma Delimiter

1 RATING_OF_RECORD (Must be numeric for AF)
Comma Delimiter

] APPRAISAL_TYPE (A=Annual)

Comma Delimiter

1 BONUS_INDICATOR (Navy Unique Data)
Comma Delimiter

1 BONUS_REASON (Navy Unigue Data)
Comma Delimiter

] FACTORI (Air Force Unigue Dataq)

Comma Delimiter

] FACTOR2 (Air Force Unique Data)

Comma Delimiter

1 FACTORS3 (Air Force Unigue Data)

Comma Delimiter

] FACTOR4 (Air Force Unigue Data)

Comma Delimiter

] FACTORS (Air Force Unique Data)

Comma Delimiter

1 FACTORé (Air Force Unigue Data)

Comma Delimiter

] FACTORY (Air Force Unique Data)

Comma Delimiter

] FACTORS (Air Force Unique Data)

Comma Delimiter

1 FACTOR? (Air Force Unique Data)

Comma Delimiter

] DEMO_LOCATION_CODE

Comma Delimiter

] EXCEPTION TO MIDPOINT

Note: Ensure there are no blank lines at the bottom of the file before loading the file.

For Air Force: FACTOR1 through FACTORY are concatenated (combined) into one field
when updated to DCPDS. The Comma Delimiters between these factors are not
mandatory; these factors will load correctly with or without the commas between
FACTORI1 through FACTORSY.

Ensure all nine factors are input as required.
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Sample Appraisal File Layouts
Non Demonstration Project

Air Force:

123-99-9999,01-JUN-2003,4,47,,,9,9,9,9,9,9,9,9,9
OR

123-99-9999,01-JUN-2003,4,A,,,999999999

Air Force - GS-15 (Performance Factors excluded):
234-56-7890,01-JUN-2003, 3,A

All Other Components:
345-67-8901,01-JUN-2003, 3,A

Sample Appraisal File Layouts
Demonstration Projects

DoD Acq Demo (Air Force):

123-99-9999,01-JUN-2003,D,L.,,,9,9,9,9,9,9,9,9,9,0
OR

123-99-9999,01-JUN-2003,D,L,,,999999999,0

DoD Acq Demo (Non Air Force):
123-99-9999,01-JUN-2003,D,L,,yrrrrrrrrsQ

Navy - China Lake:
123_99_9999, Ol_JUN_2003,A,A, J, l, rrrorororrrir [l

Navy — SPAWAR:
123-99-9999,01-JUN-2003,D,2, , v rrrrrrrrsr2,N

Navy - Warfare:
123-99-9999,01-JUN-2003,3,2,,srrrrrrrrs3

Navy — NRL:
123-99-9999,01-JUN-2003,G, A,y vrrrrrrrsrrtd

Air Force Lab Demo:

123-99-9999,01-JUN-2003,D,2,,,9,9,9,9,9,9,9,9,9,A
OR

123-99-9999,01-JUN-2003,D,A,,,999999999,A

Army Lab Demo:
123'99'9999301'JUN'20039H3L979797575757R
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